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CHAPTER I
THE PROBLEM 
Introduction
All forms of communication— television, radio, newspaper, peri­
odicals, conventions, or in-service educator meetings— tend to have one 
common theme in discussing educational problems of today and in planning 
educational goals for tomorrow. That one common theme is concern for 
relevance. This is true for all areas of education, including business
9
education.
At.’ the present time, the writer of this paper is on the faculty 
of a progressive, private high school. It is the goal of that institu­
tion to select areas of study and to plan course content which will pro­
vide students with a well-balanced educational program. Students have 
the opportunity to become prepared, competent, knowledgeable, and 
information-seeking citizens for the present and for the future,,
One of our responsibilities as business educators is to 
be aware of the remarkable change taking place around usc 
We especially need to be aware of what is going on in busi­
ness (Hall, 1S71)„
It. was with this idea in mind that the business education 
department of Roncalli High School sought information from the business 
firms in Manitowoc County, Wisconsin, concerning the types and require­
ments of entry-level office occupations and the types of equipment being
0
used.
1
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Statement of the Problem
A prerequisite to the evaluation of a secondary school business 
education curriculum is the determination of the current employment 
policies of the business firms which employ the graduates of that sec­
ondary school. The problem of this study was to obtain information con- 
ceming the employment policies of selected business firms in Manitowoc 
County, Wisconsin, which would contribute to the evaluation, improve­
ment, and revision of the business education curriculum at Roncalli High
School,
Purpose of the Study
The purpose of this study was to provide assistance to the busi­
ness education teachers and the administrators of Roncalli High School,
t
Manitowoc, Wisconsin, in establishing employment policies and obtaining 
occupational information to aid in the evaluation, improvement, and 
revision of the existing business education curriculum*
More specifically, the writer tabulated and analyzed the follow­
ing employment policies of selected business firms in Manitowoc County, 
Wisconsin:
1, Number and job classification of office employees,
2, Job qualifications required when hiring new employees,
3* Evaluative criteria taken into consideration during an
interview,
4. Sources contacted to secure new employees.
5. Factors considered in pre-employment typewriting exaraina-
0
tions,
6. Filing systems used.
37. Reference books used.
8. Beginning and highest wages paid to office employees.
9. Types of machines presently used.
10. Purchasing trends for office machines.
11. Desired school training level for office machines.
12. Mathematical activities computed on adding machines and cal­
culators.
13. Resource materials and speakers available for classroom 
instruction.
14. Interest in participating in the supervised work experience 
program.
Need for the Study
While textbook publishers today publish excellent books 
which combine strong psychological principles of learning as 
well as up-to-date concepts and instruction in the business 
field, the question arises as to whether what they print is 
relevant to your community and its business needs. It is 
true: that many of our graduates seek employment outside their 
community after graduation, but the majority stay close at 
homo because of lack of transportation and other personal 
reasons (Calvert, 1971-72).
Determining what is relevant to your community can be accom­
plished by teacher analysis based on his experiences and inquiry, 
assistance from special consultants or suggestions from an advisory com­
mittee, and/or a study of office jobs (Erickson, 1970, p. 208). A pre­
liminary investigation revealed that no formal study had ever been made 
of the business firms located in the employment area of Manitowoc 
County, Wisconsin. The writer felt that a study of this type would aid 
in the evaluation, improvement, and revision of the business education 
curriculum at Roncalli High School and that its results would be of
4benefit to parents, teachers, students, guidance counselors, and any 
other person or group concerned with the education of Roncalli High 
School students.
Limitations of the Study
This study was limited by the reliability of the information 
received from the survey instrument distributed to thirty employers in 
selected business firms in the Manitowoc County, Wisconsin, employment 
area.
Delimitations of the Study 
This study was delimited to:
1. The Manitowoc County, Wisconsin, employment area.
2. Thirty business firms considered by the writer to be poten-
t
tial employers of office employees*
Definition of Terms
The following terms are defined as needed for this study: 
Clerk-Typist.— An office employee who performs such duties as 
typing; operating business machines, including the switchboard and 
duplicating devices; answering the telephone; bookkeeping; handling the
mail; tiling; billing; and receiving callers.
Stenographer.— An office employee who, in addition to the duties
of a clerk-typist, transcribes from a transcribing machine and takes and
transcribes dictation from shorthand.
Secretary.— An office employee who, in addition to the duties of
a stenographer, assumes responsibility for the operation of the office,
including the supervision of other office employees.
5Office, employee,— A clerk-typist, stenographer, or secretary in 
a business firm.
Employer,— The person in a business firm for whom the clerk-
typist, stenographer, or secretary works.
Full-time office employee,— An office employee who works forty
hours or more a week.
Part-time office employee.-An office employee who works less 
than forty hours a week.
CHAPTER II
REVIEW OF RELATED LITERATURE
Introduction
In his thought-provoking book, The American Challenge,
J. J. Servan Schreiber looks at the reasons behind the eco­
nomic expansion of naticns. He also examines the factors 
that will move nations ahead in the future. Schreiber points 
out that in the past natural resources, capital investment, 
and an adequate labor force were largely responsible for eco­
nomic growth. "In the future, however," Schreiber says, "the 
nations with the strongest schools will be the leaders (Wanous,
1970, p. 310)."
It is apparent from this quotation that United States educators 
have the responsibility to do all in their power to make United States 
schools among the strongest. The school curriculum will have to be 
highly developed and constantly revised to educate not only for the
present but especially for the future.
•  ■
Sec.ondary School Curriculum
Three main factors affect curriculum— structure, methods, and 
content. There are many voices to be heard on the subject of curricu­
lum, and Trump and Miller are among the leaders on the topic.
Trump and Miller (1968, pp. 6-7) stated that curriculum can be 
structured by the discrete subject matter approach (the traditional 
approach), by the integrated subject matter approach (combination of 
subject content), or by "the use of the discrete subject matter approach
0
in the basic education required of all pupils and the integrated subject 
matter approach 5.n the depth education programs . . . ."
6
7Four essentials to improve teaching methods given by Trump and 
Hiller (1968f pp. 389-91) were (l) to change the nature of teacher 
presentations —  teachers should talk to groups to motivate, to present 
information not available elsewhere, and to give an assignment, (2) to 
change the nature of independent study— the development of a resource 
center, (3) to provide for small-group discussion— to provide students 
with the opportunities to learn how to talk and listen and to discuss 
the implication of their studies in that field, and (4) to change the 
methpdo of evaluation— evaluate each student in relation to his own pre­
vious accomplishments— and define the purposes of the subjects taught in 
terms that the teacher can quantify, measure, and report.
In analyzing the curriculum content, Trump and Hiller (1968, 
pp. 391*92) gave some beginning steps toward its improvement. After 
reading about current issues and developments in a particular subject 
area, tl a teacher car. decide which new development to consider for 
implementation into a course,. The teacher can decide what content is 
essential, desirable, and enriching for students in a particular school 
community• Further, the teacher may begin to relate content to the 
activities of students and teachers— what content may students accom­
plish largely by themselves; what content and purpose require motiva­
tion, explanation, and demonstration by a competent teacher; and what 
content and purposes require personal interaction among students and 
between students and a teacher.
Business Education Curriculum
All secondary school educators have a tremendous responsibility 
in preparing students for life as adult citizens. The business
8
education curriculum, due to its innate general and vocational education 
nature, carries a greater share of the responsibility than many of the 
other secondary school curriculums. Mahaffey (1970) stated:
The area of office education is faced with many new prob­
lems and challenges today. According to present statistics,
65 to 75 percent of the work population enters our labor force 
upon high school graduation. Thus, these people will need to 
be trained and retrained. Much of this training v/ill become 
the responsibility of the office education teacher in the high 
school and community college, because our second largest work­
ing group in the United States is in the office occupational 
area.
The great responsibility for life success placed on the shoul­
ders o' the business education curriculum is evidenced in current writ­
ings. For example, Myers (1970) related that business educators play a 
critical role in the development of the business education curriculum. 
They must possess a keen awareness of all forces. If the curriculum is 
well planned, it will result in desirable behavioral adjustment and sat­
isfaction by the students. Myers wrote: "Business education has a part 
in this process and you and I are responsible to develop a curriculum 
that helps produce and lead learners towards their individualized ful­
fillment. "
In a similar vein, Garbin and Echols (1970, p. 8) contended:
• . . the nature, direction, and rapidity of social-cultural 
change make it tantamount that occupational curriculums, 
including the business education curriculum, be concordant 
and reflective of many of the changes transpiring in society.
If the business educational system is to realize its para­
mount goal of preparing individuals to become effective mem­
bers of the labor force and the greater society, there must 
be an approximation of congruency between what students are 
being taught in school and what they are likely to experience 
as adult members of society.
Improvement and revision-of the business education curriculum 
was emphasized by Paroh (1968). lie believed that if students are to be
9
\
prepared for lobs in our modern world, changes will have to be made in. 
the present business education curriculum. Practical business educators 
will readily admit that changes will have to be made— that a curriculum 
cannot remain static. Business education has the choice to accept 
change, adjust to it, and move ahead or to fall back and decrease in 
importance in school systems,
Erickson (1970, p. 217) suggested analyzing four areas to deter­
mine whether or not the business education curriculum is essential, 
desirable, and enriching for students in a particular community. He
listed the following:
1. The courses of the office education curriculum and 
their content must be reconstructed so that they deal 
with what is truly important, and so that they yield 
a quality education which is relevant to employment 
opportunities and to living in a changing world.
2. The content of the course should be based upon periodic 
analyses of office work.
3. The facilities and equipment used in the instruction 
must be comparable with those used in the office.
4. The program must provide sufficient training for at 
least entry-level office occupations.
Community Survey
The main goal of the vocational curriculum i3 to equip students 
for successful employment. In reaching this goal, the local employment 
area must be analyzed to determine the skills, knowledges, and attitudes 
required of the local office employees (Erickson, 1970, p. 208).
The community survey is one way to analyze the occupational area
and office work, to determine if school facilities and equipment are
0
comparable to what is being used in the office, and to guarantee that
10
students will be given the background needed to respond to general life 
and office experiences.
Lightner (1970) stressed the need for the community survey. 
Business educators often lose contact with the needs of the business 
world. Rather than planning clerical and secretarial programs on pres­
ent or future needs, the programs arc based on past experiences. Stand­
ards should also be based on the result of a business survey rather than 
on textbook figures. Lightner said, '‘Curriculum planning should be only 
a means to an end. Too many curricula are designed to be the end."
It was Hahaffey's (1970) assertion that teachers need to be 
aware cf community trends. It is absolutely necessary that employees 
possesc a high level of judgment. It is imperative for office employees 
to recognize and understand the function of the office as an integral
9
part of the whole business. Teachers must be aware of the types of jobs 
available and alert to what is going on in the modern office. Mahaffey
specified, "Teachers must be able to adjust easily, identify problems, 
and use sound thinking in solutions."
Choosing office equipment for the business classroom is becom­
ing increasingly complex as the line of office machines and teaching 
media is continuing to grow. It is the business educator's duty to be 
knowledgeable about new equipment and equipment trends. It should be 
his uppermost aim ". . . to strike a balance between machines currently 
in use and those likely to prevail upon the students' entry into the job
market (Conover, 1972)."
Specifically, in the area of typewriter selection, students must
0
be given the opportunity to become acquainted with all kinds of type­
writers*. If a survey of the local community i3 conducted, business
11
educators will be able to determine which typev;riters should be given 
prime consideration (Mahaffey, 1970).
The results of a community survey can be used in the evaluation 
of students end of their work performance. If employers provide teach­
ers with information and actual samples of evaluative forms used in 
their business firms, the problem of relating the student's performance 
in school to his performance on the job can be practically eliminated 
(Norris, 1969).
The value of communication with business and industry as a 
result of surveying the business community was emphasized by Tilton 
(1972):
Any liaison effort with the business community represents 
a further drain on the teacher's total resources. However, 
in the present stage of development, it is of paramount 
importance that the business educator be in direct communi­
cation with his immediate business community,,
Calvert (1972) outlined other values of a community survey. The 
business education department will have the opportunity to reinforce and 
expand present teaching concepts and areas of instruction. A communica­
tion tool— a tie with the business community— will result as educators 
and industry work cooperatively. All areas of instruction arc able to 
use the information received concerning attitudes and personal traits 
desired by employers.
The value of businessmen and business educators working together 
was re-emphasized by Tilton (1972).
In this world of changing times, it appears that the busi­
nessman and the business educator have much to gain by working 
together. It is obvious that one cannot live without the 
other. To this end, business educators and the business com­
munity must communicate, discuss their problems, and arrive 
at sound solutions. And through the medium of a joint venture
12
of education and business it is possible to realize a homoge­
neous Impasse that, will solve many of the problems that will 
face our business world in the future.
In response to people who oppose the community survey, Mott
(1970) wrote:
Many people will voice opposition to the idea of business 
dictating what should be taught in the business education 
departments of the secondary schools. It is my feeling that 
the course offerings in other areas such as mathematics, 
English, or social science are to a great extent dictated by 
the colleges and universities that recruit students from the 
high school. Therefore, it seems completely rational to have 
the business education courses designed to meet the basic 
needs of business, for business enterprises are the agencies 
that are going to recruit the business education students 
into the work force.
Although no formal research study could be located relative to 
the business firms located in the Manitowoc County,. Wisconsin, employ-
0
ment area, surveys have been made in other Wisconsin communities. Among
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of beginning clerical workers in the Fox River Valley by Phillip L. 
Gocker. The Fox River Valley is in close proximity to Manitowoc County.
The Manitowoc County, Wisconsin, Employment Area 
Manitowoc County is located on the west shore of Lake Michigan, 
approximately 65 miles north of Milwaukee. Manitowoc and Two Rivers
are the two main cities in Manitowoc County.
The Manitowoc and Two Rivers communities were founded in 1836. 
Manitowoc (derived from the Indian word "Mundeowlc" meaning "Home of the 
good spirit") has a population of approximately 35,000. Two Rivers 
(derived from the Indian name "Neshotah" meaning "twin rivers") has a 
population of nearly 15,000.
13
The many products produced by Manitowoc's manufacturing industry 
include aluminum, modern lake freighters and luxury yachts, bubble bath, 
soaps, cement, malt, evaporated milk, cranes, freezers, hose couplings, 
vinegar, steel office furniture, corrugated containers, paper boxes, 
Christmas decorations, tinsel and metal stampings, plastic, machine 
tools, farm machinery, toys, and canned vegetables.
Products manufactured in Two Rivers include professional and 
scientific furniture, automatic electric timers, cotton goods for the 
dairy industry, sports and fishing nets, steel and aluminum boats, elec­
trical housewares, appliances, lanterns, woolen and synthetic yarns, 
marine diesel engines, air horns, grey iron castings, hydraulic swivels,
industrial plywood, architectural plywood and doors, contract stampings,
%
marine hardware, disposable garments, screw machine parts, and the
t
design and fabrication of precision-formed metal tubes.
Manitowoc County has over 140 manufacturing companies which
#
employ over 14,000 people.
Post-secondary educational institutions found in the area 
include Iloly Family College; the University of Wisconsin/Green Bay, 
Manitowoc Comity Campus; Holy Family School of Nursing; and the 
Lakeshore Vocational and Technical Institute-Manitowoc.
Modes of transportation include air, bus, car ferry, rail and 
motor freight service, and port facilities. United States highways 10, 
141, and 151 and Wisconsin highways 42 and 57 pass through the county.
Roncalli High School
Rone a 11.1 High School is the cooperative result of ten Catholic 
parishes of Manitowoc and Two Rivers. The school began operations in
14
1965 with ft class of 155 students; and today, the student population 
numbers approximately 600. The faculty is composed of diocesan priests, 
Christian Brothers, Franciscan Sisters of Christian Charity, laymen, and 
laywomen. The school is fully accredited by the North Central
Association of Colleges and Secondary Schools. The name Roncalli is the
■
family name of Pope John XXIII*
CHAPTER III
(
PROCEDURES
• • 
Introduction
The writer proceeded with the following steps in conducting this
study:
1. Library research was completed,
2. The survey instrument was prepared,
3. Thirty business firms located in the Manitowoc County, 
Wisconsin, employment area were selected to participate in
the study,
4. A telephone call was placed to each business firm to seek 
its agreement to complete a copy of the survey instrument*
5« The survey instrument was distributed,
0, The business firms completed the survey instrument and 
mailed it to the writer,
7. The responses to the completed survey instrument copies wore 
tabulated*
8, An evaluation and interpretation of the data collected wac 
prepared.
Library Rosea rch
Professional literature in education and business education were
0
read to obtain background material for the study, and studies similar to 
the writer*s vere investigated to prepare the survey instrument. A
15
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bibliography van compiled on 3 x 5 cards, and information pertinent to 
the study was recorded on 4 x 6 cards. This information was used to 
write the chapter on the review of literature related to this study.
Preparation of the Survey Instrument
A survey instrument was prepared and submitted to the writer’s 
faculty adviser and to the principal of Roncalli High School for 
approval. The adviser suggested minor changes and recommended that the 
writer employ the survey instrument in a personal interview with a local 
businessman to determine the instrument’s ability to supply the informa­
tion desired* This was done and the survey instrument was mimeographed 
in final iorm for distribution. The instrument used in the survey can 
be found in Appendix A.
The first part of the survey instrument was designed to obtain 
inform-,tion concerning the identification of the business firms and 
employment policies. In identifying the business firm, the number of 
full-time and part-time employees and the classification by type of 
employee were secured. Employment policies requested included the need 
for previous work experience, consideration of references, submission of 
a letter of application and a personal data sheet, the completion of an 
application blank, evaluative criteria considered during an interview, 
sources contacted in seeking new employees, and pre-employment testing 
procedures.
The next part concerned itself with office procedures followed 
by the business firm, including filing systems and reference books used; 
beginning salaries; evaluative criteria that are determinants of pay 
increases; and highest salaries received. Interest in the supervised
17
work experience program and information concerning resource materials 
and speaker? available for classroom instruction were also requested*
The last part was designed to obtain information on office 
machines* The number of machines in use, the purchasing trends, and 
the school training level desired prior to employment were included.
Selection of Business Firms to 
Participate in the Study
The selection of the 30 business firms was made by the writer 
and Mrs* Beverly Wallace, Counselor and High School Relations Program 
at the Lakeshore Technical Institute-Manitowoc, from the Directory of 
Principal Manufacturers compiled by the Manitowoc-Two Rivers Chamber of 
Commerce end personal familiarity with the employment area. Mrs. 
Wallace was formerly a vocational coordinator with the Lalceshore 
Technical Institute-Manitowoc and was capable of aiding the writer in 
selecting the business firms which employ the majority of business edu­
cation graduates. The business firms who participated in the study are 
listed in Appendix B.
Collection of the Data
Telephone calls were made to each of the business firms selected 
to participate in the survey to seek the firm’s agreement to cooperate 
in the survey* The writer made an attempt whenever possible to speak 
with the individual designated by the business firm to complete the sur­
vey instrument to explain the purpose of the study. The copies of the 
survey instrument with cover letters individually typed on school let­
terhead stationery stating the purpose of the study and encouraging an 
early response were mailed to each business firm. A copy of the letter
18
mailed to the businesc firms can be found in Appendix C* A stamped, 
self-addressed envelope for returning the survey instrument was pro­
vided,, After three or four days telephone calls were placed to four or 
five of the firms to determine any difficulty in completing the survey 
instrument. About three weeks after the survey instrument was mailed, 
telephone calls were placed to all business firms which had not returned 
a completed survey instrument*
Evaluation and Interprotation of the Data 
The responses to each item on the survey instrument were tabu- 
lated and the information was presented in table form for interpreta­
tion, Each table was analyzed to obtain information which would be 
beneficial to the improvement and revision of the business education 
curriculum at Roncalli High School, Statements were made to support the 
present curriculum, and recommendations were made for revisions when the 
writer felt: the result would be an improvement in instruction*
CHAPTER IV
FINDINGS
The major objective of this study was to obtain and analyze 
information concerning employment policies of business firms in 
Manitowoc County, Wisconsin,, The method used to obtain the information 
was a survey instrument, namely, a questionnaire^ The survey instrument 
was mailed to a total of 30 selected business firms considered as poten­
tial employers of entry-level office employees, A total of 25 business 
firms completed and returned the survey instrument for a return of 83
percent. After the survey instruments were returned to the writer, the
|
results were tabulated and analyzed and are presented in this chapter* 
All business firms did not respond to each item on the survey instru­
ment* Therefore, the total number of business firms in each table 
represents the number of firms who responded to that particular survey
item.
#
The office employees in the selected Manitowoc County,
Wisconsin, business firms, as enumerated in Table 1, page 20, totaled 
600* Of the 600 office employees, 550 (91,77,) were employed full time 
and 50 (8.37,) were employed part time* In separating the 6C0 office 
employees according to job classification, there were 155 full time and 
28 part time clerk typists, 30,5% of the total office staff* Clerks,
125, constituted 20e8% of the total office employees* Of the 125
0
employed clerks, 116 (92.8%) worked full time and 9 (7.2%) worked part
19
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TABLE 1
THE NUMBER OF SELECTED OFFICE EMPLOYEES IN THE MANITOWOC
COUNTYs WISCONSIN, EMPLOYMENT AREA.
Office Employees
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Cleric-Typist 155 84.7 28 15.3 183 30.5
Clerk 116 92.8 9 7.2- 125 20.8
Secretary 82 94.3 5 5.7 87 14.5
Stenographer 62 98.4 1 1.6
#
63
•
10.5
-n —  -  Z ~ ~ T *m *
Key Punch Operator 20 90.9 2
* m m m
9.1 22 3.7
Bookkeeper 15 100.0 4  •  w m 15 2.5
Machine Operator 5 100.0 5 .8
Switchboard Operator 4 80.0 l 20.0 5 .8
Administrator 2 100.0 — 2 .3
Others 89 95.7 4 •4.3 93 15.5
Totals 550 50 8.3 600 99.9
time. Cther areas represented by the 600 office employees were: 87 
secretaries (14.5%); 63 stenographers (10.5%); 22 key punch operatoro
21
(3* 77.) i 15 bookkeepers (2.5?i); 5 machine operators (.87.); 5 cwitchboard 
operators (*87.); and 2 administrators (.37,)* Ninety-three office 
employees (15.57.) represented ether areas of office work.
The job qualifications required of new office employees are 
exhibited in Table 2, pages 22 and 23. Twenty-one employers (847.) did 
not require previous work experience, while 2 (87.) employers did require 
previous work experience. All 25 (1007.) responding employers indicated 
references were considered.
A letter of application was required prior to employment by 1 
(47.) employer; 4 employers (167.) designated it was preferable to submit 
a letter; and 19 employers (767.) specified a letter need not be sub­
mitted. Four business firms (167.) stated that a personal data sheet
• •
must \ a submitted before employment. Seven business firms (287.) dis­
closes it was preferable to submit one and 1Z (487.) business firms indi­
cated a data sheet need not be submitted.
Application blanks were to be completed for 23 (92%) of the 
business firms and 2 (87.) did not use them. Interviews with prospective 
employees were conducted by 25 (1007.) of the business firms*
Employment tests were administered by 11 (447.) of the business 
firms while 11 (447.) of the business firms did not test employees prior 
to employment# Employment tests specified as being given included the 
Science Research Associates Test, Purdue Test, Wundcrlic Test, Bennett 
Test, and the Otis Employment Test. Psychological, aptitude, word 
power, social insight, dictation, typewriting, and regular company cor­
respondence were specific areas mentioned as being tested
Seventeen employers (687.) required average typewriting ability,
and 4 (167.) employers required above average typewriting ability. One
22
TABLE 2
JOB QUALIFICATIONS REQUIRED OF NEW OFFICE EMPLOYEES
IN THE MANITOWOC COUNTY, WISCONSIN,
EMPLOYMENT AREA
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TABLE 2— Continued
respondent: added "We ere more concerned with accuracy than speed at the 
beginning, because we feel spaed can always be built up.if the individ­
ual is accurate," Another respondent stated that a speed of 50+ words 
per minute was required.
Employees in 15 (GOT,) of the business firms were expected to 
compose letters at the typewriter, and 5 (20%) were not given this 
responsibility. Fifteen (607.) of the employers did not dictate directly 
to the office employee at the typewriter- while 4 (167.) employers did 
dictate directly to the typist.
The ability to take shorthand was not necessary in 11 (447.) of 
the business firms. Six (247.) business firms indicated that shorthand 
ability must be average, and 4 business firms (16%) reported the skill 
had to be above average. One respondent commented "We do not require 
shorth -.ndr However, we find it extremely helpful from the standpoint 
that t'leoo students normally have a far better ability to spell and also 
a bettor command of the English language."
Transcription machine ability was not necessary in 12 (4G7.) of 
the business firms. However, 10 (40%) respondents indicated transcrip­
tion k  '.chine ability had to be average and 2 (8%) respondents specified 
this ability had to be above average.
Data processing knowledge was not necessary for employment in 23 
(92%) of the business firms and was needed for employment in 1 (47.) of 
the business firms.
Do data processing training was necessary for employment in all 
25 (100%) of the responding business firms.
24
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■Twenty (80%) employers expected employees to be familiar with 
filing systems prior to employment* Four (16%) expected no familiarity 
with filing systems from the beginning employees*
Table 3 discloses evaluative criteria considered by employers 
during personal interviews with prospective employees and the order of 
their importance as ranked by the responding business firms*
TABLE 3
EVALUATIVE CRITERIA CONSIDERED DURING A PERSONAL INTERVIEW
AND RANKED IN ORDER OF IMPORTANCE BY SELECTED 
MANITOWOC COUNTY, WISCONSIN, EMPLOYERS
Evaluative Criteria
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Nine employers (507.) valued attitude as the moot important cri­
terion considered during an interview* Attitude was ranked second by 3 
(17%) employoro and third by 5 (287.) employers*
rerronal appearance was regarded first by 4 (22%) of the busi­
ness firms and was Listed second by 5 (287.) of the responding business 
firms. Four (227.) business firms ranked personal appearance third.
The criterion of courtesy and manners was listed first by 2 
(117.) of the respondents* It was listed second by 3 (17%) of the 
responding business firms and third by 1 (67.) of the respondents,
i
Ranked first by 2 (117=,) of the employers was self-confidence. This cri­
terion was ranked second by 2 (117,) of the employing firms*
One (6%) of the business firms regarded maturity as a first 
choice while 4 (22%) of the business firms ranked maturity as a second
diOlCu*
No respondent marked either voice mid communication or emotional 
control and behavior as the most important criterion.
Sources contacted for new employees and the order of their 
importance as ranked by the responding business firms are reported in 
Table 4, page 27.
Seven (397.) of the employers specified the newspaper as the most 
important source for contacting now employees* The newspaper was ranked 
second by 2 (11%) employers and third by 2 (11%) responding employers*
Present employees were designated as a first source for contact­
ing new employees by 4 (22%) of the business firms with 3 (177.) business 
firms ranking employees second and 2 (11%) business firms ranking 
employees third*
TABLE A
SOURCES CONTACTED FOR NEW EMPLOYEES RANKED IN ORDER 
OF IMPORTANCE BY SELECTED MANITOWOC COUNTY,
WISCONSIN, EMPLOYERS
Sources
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Newspaper 7 39 2 ii 2 11
Employe as 4 22 3 17 2 11
High Schools 3 17 5 27 4 22
Employrr an t A gene ie s 1 6 3 17 3 1 17
Bus inet s A n i? o c ia te s 1 6 3
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17 1 6
College s 1 6 1 6 2 11
Friendc — — 1 6 3 17
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Local high schools were marked as a first choice by 3 (17%) 
employers. This source was chosen second by 5 ( 277,) of the employers 
and third by 4 (22%) of the responding employers.
Regarded as first choice by 1 (67.) employer were employment
0
agencies. Three (17%) employers ranked employment agencies second 
and 3 (177.) employers listed employment agencies third.
28
Ones (C’V»j business firm indicated business associates as its 
first source in contacting new employees. Three (17%) business firms 
listed business associates second and 1 (6%) business firm listed busi­
ness associates third.
Colleges were designated as a first choice by 1 (67.) of the 
responding employers. This source was chosen second by 1 (67.) employer 
and v.’as chosen third by 2 (117.) employers.
No responding business firms marked friends as a first choice. 
Others,, including the technical institute, applications on file, 
and the state employment service, were selected as a first choice by 1 
(67c) employer. No employer listed others as a second choice. One (67*) 
employer ranked others as a third choice.
Table 5, page 29, reports factors considered in typewriting
A
exaraim tiom administered by employers In determining the subject mat­
ter of typewriting examinations administered to prospective employees, 
(217.) cf the. responding business firms reported that the content of the 
typewriting examination was composed of business letters. Five (217.) 
employers stated their examination was not composed of business letters 
and 2 (87.) employers reported their examination was on other subject
matter, including business forms and figures.
When n typewriting examination is not administered, 12 (50%) 
employers accepted the applicant's word on typewriting speed and accu­
racy while 6 (25%) employers checked school records to determine the 
applicant's typewriting speed and accuracy.
When a typewriting examination was administered, its duration
0
wa3 five minutes in 5 (21%) business firms and ten minutes in 3 (13%) 
business firms. In setting an error limit, 3 (13%) business firms used
KJ
»
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a 0-3 error l ait range and 2 (£/•) used other methods to interpret the 
test results, including test interpretation manuals* One respondent 
stated that " m  overall look of results and consideration of conditions 
and typewriter used in school” was used*
Filing systems ranked In order of importance by the responding 
business firms are disclosed in Table 6 , page 31* Only the first two 
rankings are reported in the table so that more of the survey instru­
ments would be usable for this item of information. Thirteen (767.) 
businc:a firms chose alphabetic filing as the first filing system office 
employ; os were expected to be familiar with upon employment* Alphabetic 
filing was the second choice of 4 (247.) business firms*
Subject filing was the first choice cf 2 (127.) business firms
0
and 5 (297) business firms listed subject filing as a second choice*
9
flhoF-en fir* •: by 1 (67.) business firm wac numeric filing. It was chcscn 
second by 0 (477s) business firms. No responding firm listed geographic 
filing as a first or second choice*
Reference books ranked in order of importance by Manitowoc 
County j Win' on© in, business firms a re shown in Table 7, page 32. The 
reference book ranked as the most important by 13 (727.) of the business 
firms \ as tho dictionary* One (0%) business firm ranked the dictionary 
as second, 1 (6%) business lira ranked it third, aud 3 (17%) of the 
responding business firms ranked it fourth*
Selected an n first choice by 4 (22%) business films was the 
telephone 'directory* It was selected second by 10 (567.) and third by 4 
(22%) of the business firms* One (671) respondent regarded the city
directory as iff. first choice* The city directory war. ranked second by 
5 (2.7), third by 5 (27%), and fourth by 7 (39%) business firms. No
31
respondent: chose the zip code directory ns its first choice. Two (11%) 
respondents ranked the zip code directory as second, 8 (44%.) ranked it 
third, and 8 (44%) ranked it fourth.
TABLE 6
FILING SYSTEMS RANKED IN ORDER OF IMPORTANCE BY SELECTED
MANITOWOC COUNTY, WISCONSIN, EMPLOYERS
Filing Systems
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Monthly wages received by beginning office employees are exhib­
ited in Table 8 , page 33, Clerk-typistc received beginning wages rang­
ing from $301 to $375 per month in twelve business' firms. Wages for 
most beginning stenographers ranged from $301 to $375. Secretaries 
received beginning wages of $301 to $400. The lowest wages for begin­
ning clerk-typists, stenographers, and secretaries were $250 to $275.
0
Stenographers in one responding business firm received beginning wages
32
of $401 to $425, Oae business firm began its secretaries in the $501 to 
$525 range.
TABLE 7
REFERENCE BOOKS RANKED IN ORDER OF IMPORTANCE BY SELECTED
MANITOWOC COUNTY, WISCONSIN, EMPLOYERS
Reference Books 
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Telephone Directory
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The highest monthly wages paid office employees as shown in 
Table 9, page 33, indicates most clerk-typists receive $401 to $500 as 
their top earnings. The lowest wages reported for clerk-typists were 
from $275 to $300 by one responding business firm while the highest 
wages reported for clerk-typists were from $576 to $600, High monthly 
earnings for the majority of stenographers ranged from $426 to $550.
One responding business firm paid its stenographers $576 to $600 as 
their top wages; and as low wages, one business firm was in the $376 to 
$400 bracket for stenographers. 'Highest wages paid by seven business
33
firmo employing secretaries were frem $426 to $575 while three business 
firms paid $601 to $675.
TABLE 8
NUMBER OF FIRMS PAYING THE STATED BEGINNING MONTHLY WAGES 
TO OFFICE EMPLOYEES IN THE MANITOWOC COUNTY,
WISCONSIN, EMPLOYMENT AREA
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$2
50
-$
27
5 oocnCO-tvO
O J
CMco</>ir~iococo-
omco<o-i
vO
CMCOco- $3
51
-$
37
5 oo
CO-1
vOr^CO
co-
—
»n04<fr
•
o<rc>
om<rco-
\vD
O J
</>
mo-<r<o-i
»n<1*co-
oom</>ivO
<T
CO-
in
O Jin</>iHOm
<j >
Clerk-Typiot 6 6 2 4
Stenographer 3 -- 4 2 2 i i
Secretary 3 — 2 3 3 2 .... 1 — 1 i
Others • » 1 o1 1| •i 2i 1 •— i •! '
TABLE 9
NUMBER OF FIRMS PAYING THE STATED HIGHEST MONTHLY WAGES 
TO OFFICE EMPLOYEES IN THE MANITOWOC COUNTY,
WISCONSIN, EMPLOYMENT AREA
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Ev J.i' itive criteria used as determinants to pay increases carried 
by office employees were: efficiency, attitude, quality of work, 
ability, dependability, and productivity*
Ac shown in Table 10, page 35, the full-key adding machine 
(139) and tne ten-key adding machine (126) comprised the largest total 
of adding machines and calculators as found in the business firms sur­
veyed* Seventeen responding business firms advised they would purchase 
the same amount of adding and listing machines* Five business firms 
revealed they would increase the number of electronic machines purchased 
in the future arid four business firms disclosed they would purchase more 
printing calculators in the future* Three business firms stated they 
would purchase fewer rotary full-key machines and key-driven calcula­
tors* -Two business firms indicated they would purchase fewer full-key
adding i :ac.him..s, Leu-key adding machines, and rotary ten-key calcula­
tors* It was noted that only 5 rotary ten-key calculators and 18 key- 
driven calculators were being used in the business firms surveyed*
The majority of the responding business firms expressed the fact 
that school training on adding and calculating machines would be desir­
able for prospective office employees. Some employers required previous 
training of their employees while others stated it would be desirable to
-» J .
have this training*
The key punch as shown in Table 11, page 36 f was the unit record 
machine moot frequently found in the business firms surveyed. Three 
business firms indicated they would purchase the same amount or more 
key punch machines in the future* There were only 2 tabulating machines
0
in use in the business firms surveyed. There were 18 computers in use
35
by the business firms surveyed,, Five business firms indicated they 
would purchase the same number of computers in the future* The majority 
of the business firms stated school training for Incoming employees 
would be desirable*
TABLE 10
NUMBER OF ADDING MACHINES AND CALCULATORS BY TYPE, PURCHASING 
TREND, AMD RECOMMENDATIONS FOR SCHOOL TRAINING AS STATED 
BY SELECTED BUSINESS FIRMS IN THE MANITOWOC COUNTY,
WISCONSIN, EMPLOYMENT AREA
Adding Machines and
Purchasing
Trend
School
Training Level
Calculators
4
•
No. Less Same More
Re­
quired
Desir-•
able
Not
Needed
Adding and Listing Machines
1 i1 1
Full-Key Keyboard 139 2 7 1 4 7 1
Ten-Key Keyboard 126 2 10 2 5 9 2
•
Printing Calculators 34 4 4 6 2
Calculators
Electronic 46 — 4 5 — 7 3
Rotary Full-Key Keyboard 37 3 3 — — 5 2
Key-Driven (Comptometer) 18 3 1 1 1 2
Rotary Ten-Key Keyboard 5 2
mtnT i .%*>
2 1
The Manitowoc County, Wisconsin, business firms surveyed have 31 
posting machines, 17 with the alpha-numeric keyboard and 14 with the nu­
meric keyboard as shown in Table'12, page 37* The business firms using
36
these machines stated they would be using the same number or fewer 
machines and that school training was desirable prior to employment*
TABLE 11
NUMBER OF UNIT RECORD AND ELECTRONIC MACHINES BY TYPE, PURCHASING 
TREND, AND RECOMMENDATIONS FOR SCHOOL TRAINING AS STATED 
BY SELECTED BUSINESS FIRMS IN THE MANITOWOC COUNTY,
WISCONSIN, EMPLOYMENT AREA
Unit record and
Electronic Machines
Purchasing
Trend
School
Training Level
No. Less Same More
Re­
quired
Desir­
able
Not
Needed
Unit Record Machines
•
Key Punch 34 — 1 2 2 3 1
Sorter 0• rm  mm ? m %  mm •3
Verifier 8 m m  mm 1 1 1 2 « . . .
Tabulator Machine 2 m m  m n — 1 — 2 a
Other 5 - - 1
Elec tronic Ma chines
Computer 18 l 5 1 1 7 2
Table 13, page 38, shows that the spirit duplicator was the most 
frequently used multiple duplicating machine. Eleven business firms 
used the mimeograph machine and 9 business firms used the offset 
machine* Six business firms planned to use the same number of spirit 
duplicators and six business firms planned to use the same number of 
mimeograph machines* Thirteen business firms who used the multiple 
duplicating machine indicated that it would be desirable for new
37
employee* to have cchool training on the machines and five business 
firms preferred to train their own employees, A total of 48 copying 
machines were in use among the business firms surveyed. The Xerox wa3 
the most frequently used copying machine. In planning for the future,
13 business firms planned to use the same number of copying machines. 
Eleven business firms using the copying machines indicated that it would 
be desirable to have school training on the machines prior to employment 
while eleven business firms trained their own employees.
TABLE 12
NUMBER OF POSTING MACHINES BY TYPE, PURCHASING TREND, AND 
RECOMMENDATIONS FOR SCHOOL TRAINING AS STATED BY 
SELECTED BUSINESS FIRMS IN THE MANITOWOC 
COUNTY, WISCONSIN, EMPLOYMENT AREA
Posting Machines
!|
Purchasing
Trend
•
School.
Training Level
No, Less
* wm ■■
Same More.
Re­
quired
Desir­
able
Not
Needed
Alpha-: mine, i 1 c Keyboard 17 3 5 — 2 6 2 •
N umeri c Keyboa rd 14 1 2 6 1
The electric typewriter has exceeded the manual typewriter in 
number in the Manitowoc County, Wieconsin, business firms surveyed. Of 
the businecs firms contacted, 289 electric typewriters wore being used 
in comparison with 158 manual typewriters. Table 14, page 39, also 
reveals that: 37 eelectric, 8 executive, 4 automatic, 3 magnetic tape 
oelectric, 2 varitypers, and 2 magnetic card typewriters were found in 
the business firms surveyed. Eight employers stated that they will
38
purchase fewer manual typewriters while seven employcrc pointed out they 
will purchase more electric typewriters in the future. The majority of 
the business firms required typewriting training prior to employment.
TABLE 13
NUMBER OF DUPLICATING AND COPYING MACHINES BY TYPE, PURCHASING 
TREND, AND RECOMMENDATIONS FOR SCHOOL TRAINING AS STATED 
BY SELECTED BUSINESS FIRMS IN THE MANITOWOC COUNTY,
WISCONSIN, EMPLOYMENT AREA
Duplicating and
Purchasing
Trend
School
Training Level•
Copying Machines
No. Less Same More
Re­
quired•
Desir­
able
Not
Needed
Duplict' ting Machines
n  •  , » .  f t *  •opli 11. vtiMltUU; A  t\L .\ ) A£ rV t j a
Stencil (Mimeograph) 11 2 6 — — 7 1
Offset Process 9 1 1 — — 1 1
Copying Machines
Electrostatic (Xercx) 33 1 8 2 6 6
Heat Transfer (3-M) 8 1 3 - - 2 3
Photographic Process 6 2 1 — 3 1
Dye Tr<nsfer (Verifax) 1 — 1 — — — 1
Diazo
Table 15, page 40, indicates a total of 69 transcribing and dic­
tating machines were used by the selected business firms surveyed. Of 
the transcribing machines used, 27 were plastic belt machines, 24 were 
tape machines, and 10 were magnetic belt machines. There were 8 
Stenographs in use among the surveyed business firms. Seven business
39
firms planned to use approximately the came number of transcribing and 
dictating machines while five business firm3 planned to purchase more of 
these machines in the future* The majority of Che businesc firms sur­
veyed preferred that their employees have school training before employ­
ment.
TABLE 14
NUMBER OF TYPEWRITERS BY TYPE, PURCHASING TREND, AND 
RECOMMENDATIONS FOR SCHOOL TRAINING AS STATED BY 
SELECTED BUSINESS FIRMS IN THE MANITOWOC 
COUNTY, WISCONSIN, EMPLOYMENT AREA
Typewriters
Purchasing
Trend
School
Training Level
No..1 T.pss1 Rprn'A 11 Mnrn:|
Re-
|quired
Desir­
able
Not
Needed
Typewriters 
Electr:- c 289 2 5 7 14 4 1
Manual •
158 8 5 — 12 4 —
Special Typewriters
Selectric 37 — 1 2 2 2 —
Executive 8 1 2 -- 2 1 —
Automatic 4
Magnetic Tape Selectric 3 — 1 — — 1 —
Varityper 2 — 2 1 1
Magnetic Card Selectric 2
Flexowriter
Table 16, page 41, shows .there were 29 postage meter machines, 
10 address machines, 10 scaling machines, 9 letter opening machines, 7
40
folding and inserting machines, end 1 combination unit which inserts, 
seals, and applies postage in use in Manitowoc County, Wisconsin,, The 
majority of the responding business firms indicated they would be pur­
chasing the same amount of mailing equipment in the future* Thirty
employers believed school training to be desirable; however, 19 business
%
firms felt school training was unnecessary*
TABLE 15
NUMBER 01’ TRANSCRIBING MACHINES BY TYPE, PURCHASING TREND, 
AND RECOMMENDATIONS FOR SCHOOL TRAINING AS STATED BY 
SELECTED BUSINESS FIRMS IN THE MANITOWOC COUNTY,
WISCONSIN, EMPLOYMENT AREA
* •  • • *  nm  i  ..... ............................................... .........  I  ■ ■  ■  —  mmmmmmm +  b  ~ n m m i m m
Transcribing and
Purchasing
Trend
School
Training Level
D ic •. a t ing Mach inos
No.
|
Less
11
Same
mW'.
!t
More
Re­
quired
■ 1 
Desir-!
able
Not
Needed
Transc 'ib ing Machinc.r. 
Plastic Belt 27 2 1 1 2 1•
Tape 24 — 4 4 1 7
Magnetic Belt 10 1 1 — — 1 —
Disc
Dictation Mac 11inee:
Stenograph
(Machine Shorthand) 8 1 2 • M #«* 3
Other machines and equipment found in the employing business 
firms surveyed are shown in Table 17, page 42. The machines included 11 
microfilm machines, 7 teletype machines, 4 collators, and 15 miscellane­
ous machinea. The majority of the business firms stated that they would
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be purchasing the same amount of: these machines in the future. Eleven
business firms desired employees to be familiar with the machines and 
equipment, whereas six business firms stated no training v/aa needed.
TABLE 16
NUMBER OF ITEMS OF MAILING EQUIPMENT BY TYPE, PURCHASING TREND, 
AND RECOMMENDATIONS FOR SCHOOL TRAINING AS STATED BY 
SELECTED BUSINESS FIRMS IN THE MANITOWOC COUNTY,
WISCONSIN, EMPLOYMENT AREA
Mailing Equipment
Purchasing
Trend
School
Training Level
•
No. Less Same More
Re­
quired
Desir­
able
Not
Needed
Postage. Meter 29 1 12 1 11 7
Address Machines 10 — 5 1 •5 3
Sealing Machines 10 — 5 1 5 3
Letter Opening Machine 9 6 1 — 4 4
Folding and Inserting Machine 7 — 3 1 — 5 1
Other 1 1
Finding percentages was the most frequent mathematical activity 
computed by office employees as designated in Table 18, page 42. Bal­
ancing accounts and computing the payroll were the next most frequent 
activities computed on adding machines and calculators. Billing, dis­
counting, finding interest and invoicing were other mathematical activi­
ties computed on adding machines and calculators by office employees.
It was found that eight of the business firms surveyed had 
resource materials or speakers available for classroom instruction at 
Roncalli High School. Six of the responding business firms indicated
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their intoron t in the supervised work experience program, while two 
firms asked for further information concerning the program*
TABLE 17
NUMBER OF OTHER MACHINES AND EQUIPMENT BY TYPE, PURCHASING TREND, 
AND RECOMMENDATIONS FOR SCHOOL TRAINING AS STATED BY 
SELECTED BUSINESS FIRMS IN THE MANITOWOC COUNTY,
WISCONSIN, EMPLOYMENT AREA
Other Machines and Equipment
l
Purchasing
Trend
School
Training Level
No* Less Same More
Re-
ouired*
Desir­
able
Not
Needed
Microfilm 11 2 1 -- 3 3
Teletype machines 7 — 3 •*- — 3 —
Collator 4 fr# IT 1 1. . 1 1.
Other 15 6 mm op 4 2
TABLE 18
MATHEMATICAL ACTIVITIES COMPUTED ON CALCULATORS 
AND ADDING MACHINES BY OFFICE EMPLOYEES AS 
STATED DY SELECTED EMPLOYERS IN THE 
MANITOWOC COUNTY, WISCONSIN,
EMPLOYMENT AREA
Mathematical Activities Number of Responses
IS 
13 11 
9 
9 8
#8 
3
Finding Percentages
Balancing Accounts
Payroll
Billing
Discounting
Finding Interest .
Invoicing
Others
CHAPTER V
SUMMARY AND RECOMMENDATIONS
Summary
Preparing students for life as adult citizens is a tremendous 
responsibility borne by secondary school educators. As business educa­
tion provider, both general and vocational education values to students, 
its share in this burden is great.
In planning a business education curriculum to fit the needs of 
students in a community, one must establish what is relevant to that 
conrauvity* One means of determining what is relevant to a particular 
community is through the community survey.
Based on a community survey, information was obtained from 
selected business firms in Manitowoc County, Wisconsin, which would con­
tribute to the improvement and revision of the business education cur- 
riculv.ni nt lloncalli High School.
Prior to conducting the survey, professional literature was 
reviewed which related to the content of courses in the secondary school 
curriculum. A review of this literature was presented in Chapter II.
After the survey instrument was examined by the writer*e 
adviser, the principal of Roncalli High School, and a local Manitowoc 
County, Wirconsin, businessman, it was revised, mimeographed, and 
mailed to thirty business firms, A total of 25 business firms completed
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and returned the survey instrument for a return of 83 percent* The 
exact procedures used to obtain tho data are located in Chapter III.
The tables in Chapter IV were compiled from the responses to 
the questions on the survey instrument. It was found that:
1. Of the 600 office employees, 308 were clerks or clerk-
typists
2„ Office employees did not need work experience to seek
employment as 21 business firms reported previous work experience was
not necessary.
3. Personal interviews with prospective employees were con­
ducted by all employers. Attitude was considered to be the most impor­
tant criterion by employers.
4.. The completion of an application blank was required by 23
I
business firms, and references were contacted by all employers.
5. The average beginning wages for office employees in tho 
Manitowoc County, Wisconsin, employment area ranged from $301 to $400.
6« The average highest wages paid office employees ranged from
$401 to $500.
7. The most frequent sources contacted for new employees were
the newspaper, present employees, and high schools.
0. Pre~omptoyment typewriting examinations are not administered
in the majority of business firms surveyed.
9. In determining tho job applicant's typewriting spaed and
ccuracy, the applicant's word was accepted or school records were
checked.
10. Alphabetic filing was the most important filing system for
beginning employees
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l.U Employers ranked the dictionary go the most important ref~ 
erence book.
12. Average typewriting ability was acceptable in the majority
of the responding business firms.
13. The ability to compose letters at the typewriter was impor­
tant to the majority of employers.
14. The ability to take shorthand was not necessary in the 
majority ot business firms.
15. Data processing knowledge and training were not required by 
the majority of the responding business firms,
16* Among adding machines and calculators, the full-key and 
ten-key adding machines were found most frequently In the surveyed 
firms.
17. The key punch is the most frequently found data processing
machine.
18. In multiple duplicating, the spirit duplicator is the most 
commonly used machine, whereas the Xerox is the most commonly used 
copying machine.
19o Electric typewriters in use by Manitowoc County, Wisconsin, 
employers total 293, while manual typewriters total 158*
20- A majority of the selected business firms surveyed stated 
that school training was desirable on common office machines. However, 
typewriting skill was required.
R c commenda1 1on s
On the basis of the data-reported in this study, the following
recommendations are made?
]* Half of the office employees in Manitowoc County, Wisconsin, 
are clerks and/or clerk-typists. A clerk-typist was defined earlier in 
this study an one who performs such duties as typing, operating business 
machines, answering the telephone, bookkeeping, handling the mail, fil­
ing, billing, and receiving callers. The amount of time in classroom 
instruction devoted to the development of these skills should be in pro­
portion to the number of clerks and/or clerk-typists employed in this 
area.
As all survey respondents conducted interviews with prospec­
tive employees, students should be given classroom training in the 
development of personal qualities, habits, and attitudes and experience, 
in intcrvifiwing procedures,
3, Every employer who responded to the survey instrument stated 
that r*Terences were contactede The importance of having personal 
record: which represent the job applicant well should be discussed with 
and emphasized to students#
4, Twenty-three of the 25 survey respondents required job 
applicants to complete an application blank# Students should be 
instructed in the process for completing this form* The necessity of 
having aval)able all the information needed to complete the applica­
tion blank should be stressed#
5, Sixty percent of the business firms who participated in this 
study expected office employees to compose' and write routine corre­
spondence at the typewriter* Therefore, proper emphasis should be 
placed on developing this skill*
0
6, One-fourth of the employees in the business firms surveyed 
were classified as stenographers and secretaries. As stenographers and
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secretaries are expected to train cribe from a transcribing machine and 
take and transcribe dictation from shorthand, emphasis should be placed 
on the development of these skills. The majority of firms who required 
these, skills expected the skill development to be average in profi­
ciency. There are over 60 transcribing machines in use among the firms 
surveyed.
7. Most business firms did not require prospective employees to 
have data processing knowledge and training. However, as there are 34 
key punch machines and 8 computers in use in this employment area, 
introductory instruction should be given.
8. Eighty percent of the responding business firms expected 
prospective employees to be familiar with filing systems. Seventy-six 
percent of the employers ranked alphabetic filing as the most frequently
f
used i ling system. Thus a thorough knowledge of alphabetic filing pro­
cedures is strongly emphasized.
9. A unit of instruction involving the dictionary should be 
provided to enable students to become well-versed in the use of this 
widely used reference book.
10. The most frequently used adding machines or calculators were 
the full-key and ten-key adding and listing machines® As the selected 
business firms indicated school training was desirable, students should 
be given an acquaintanceship with this typo of equipment with an
emphasis on problem-solving activities.
11. The most frequently used multiple duplicating machine was
the spirit duplicator and the most frequently used copying machine was
0
the Xerox machine. Practical experience in preparing materials for both 
machines and in operating these machines should be provided.
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12. Primary and comprehensive instruction must be provided on 
the typewriter# This instruction should include training and experience 
on both manual and electric typewriters as there are 158 manual and 289 
electric typewriters in the firms surveyed,
13, To provide for continued communication between the business 
firms in Manitowoc County, Wisconsin, and the business education 
instructors at Roncalli High School, the organization of an advisory 
committee is recommended,
14* Community surveys should be made frequently in the future 
as the business education curriculum at Roncalli High' School is revised 
and improved each academic year.
APPENDIX A
SURVEY INSTRUMENT
50
Firm Name 
Finn Address
•  * m n
Type of businesb
Name of Owner or Manager
Name of Person Completing the Questionnaire
Position Held by Person Completing the Questionnaire
Number of Full-Time Office Employees: 
(40 or more, hours per week)
_____  Clerk-Typist
Stenographer
Secretary
Others (Title and number)
Number of Part-Time Office Employees 
(Less than 40 hours per week)
Clerk-Typist 
Stenographer 
Secretary 
Others (Title and number)
•W V  W «•+* flu 4 1  W a i A i w  4m *•' ^  V' V- ^  4-V J s-» W*u
Qualifications required when hiring new emplo
(Must lave, need not have) previous (Must, need not, preferable to) sub- 
work experience* mit a personal data sheet*.
Must have 
Need not have
Typo- of work:
Must 
Need not 
Preferable to
(Do, do not) take references into 
consideration.
_____ Do
Do not
(Must, need not, preferable to) 
submit a letter of application*
Must
Need not 
Preferable to
(Require, do not require) applicants 
complete an application blank*.-
_____  Require
Do not require
(Require, do not require) prospec­
tive employees have a personal 
interview*
____Require
Do not require
•
 •
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Rank those factors In the following 
list that v.i. considered during an 
interview* Give No* 1 to the factor 
that you vmu'd rank the highest, No„ 2 to the next highest, etc.
_____  Personal appearance
Attitude
_____ Emotional control and
behavior
_____  Maturity
_____  Voice and communication
ability
Com: t.e.sy and manners
__ __ ScIf-confidence
Others
Rank th sc-, sources in the following 
list th-t ©re contacted for new • 
employe.s. Give No. 1 to the source 
that yo ; would rank the highest, No. 2 to the next, highest, etc®
__I*v s' ness associates
Employees
Ei n p 'I o men t agencies
• m v n m m m r n  » High schools
m  i  n m  m t  i  m m v_____ Colleges
Friends
m m m m m — K  - m m  m N ev; s p ap e r
Others ____ _._______
(Do, do not) test applicants before 
hiring them.
_____Do
J)o not
If applicants ore tested before hir­
ing them, what type of test is admin­
istered?
___ _  Employment Bureau results
Dictation administered by 
firm
____  Typewriting administered by
firm
Aptitude
Others ____
Must have (no, average, above aver­
age) typewriting ability.
_ _  No
_____ Average
_______ Above average
Explain:
If g typewriting examination is 
administered, is the examination on 
letters?
Yes
___ J] No
Others
If you do not require a typewriting 
examination, how is the applicant's 
speed and accuracy determined?
_____ Not applicable
At»t> 1 i rant'» worH
______ School records
Others
If you administer a typewriting 
examination, what is the duration 
of the examination?
_____ Not applicable
___ __ 5-minutes
_____ 1 0-minutes
Others
If ycu administer a typewriting 
examination, what is your typewrit­
ing error limit per minute?
_____  Not applicable
0-3 
“ 4-5
_____  6+
Others
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Do you expect clerical workers to be 
able to compose routine letters for 
. you?
_____  Mot applicable
_____  Yea
_  N°
Others
(Need not, should, must) have data 
processing training,
_____  Need not
_____  Should
_____ Must
Type of training:
Should your clerical workers be able 
to type a letter when you dictate it 
directly to them at the typewriter?
____ Not applicable
Yes
No
Others
Must have (no, average, above aver' 
age) ability to take shorthand,
_____ No
_____ Average
Above average
Exp 3 aim
i *  a t .  - r  " • «
Must have (no, average, above aver' 
age) ability to use transcribing 
machines.
No
i  A M
Average 
Above average
Explain?
(Need not, should, must) have data 
proc esc ing 1 ;n owledg e •
Need not 
Should
Mu s t
Do you expect office workers to be 
familiar with filing systems:
_____ Yes
No
If you expect office workers to be 
familiar with filing systems, rank 
the systems in the following list. 
Give No, 1 to the system that you 
would rank the highest, No. 2 to 
the next highest, etc.
_____  Alphabetic
________ Geographic
Numeric 
Subject
•J
Others
QM
Rank the reference books in the fol­
lowing list. Give No. 1 to the ref­
erence book that you would rank the 
highest, No. 2 to the next highest, 
etc.
________ City Directory
Dictionary
_ Telcphono Directory 
Zip Code Directory 
Others
Type of knowledge:
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Salaries received by office workers:
Beginning salary received by:
G1erk-Typ1s t $ __ p e r
Stenographer $______per
Secretary $______ per
Other:
Miscellaneous:
Resource persons or materials 
available for use in classes at 
Roncalli High School: (Name, 
topic, when available, etc*)
Rank those factors in the following 
list that are determinants in pay 
increaseso Give No* 1 to the factor 
that you would rank the highest, No* 2 to the next highest, etc*
_____  Ability
_____  interest
_____ Dependability
_____  Efficiency
____ Length of employment
____ Annual evaluation
_____ Attitude
_____  Productivity
_____  Cost of living
__ Quality of work 
Others
Has this firm participated in 
the supervised work experience 
program?
_____  Yes
_____ No
Is this firm interested in par­
ticipating in the supervised 
work experience program?
___=_ Yes
No
Highest salary received by:
Clerk-Typist $ ■per
Stenographer $ per
Secretary $ per
Other:
OFFICE MACHINES
•
---------------------------------r -  '  i
Not | Approx,1 
Applicable- Number 1
i 1
i Purchasing Trendsi1 School Training Level
|
1
i  Same! Mere
j i
RequiredjDesirablejNot Needed
J i
Section I
Adding and Listing Machines: 
Full-key keyboard
Ten-key keyboard \
Printing Calculators • •
Calculators:
Rotary full-key keyboard
Rotary ten-key keyboard i
Electronic j j
Key-driven (Comptometer)
Section II
Unit Record Machines: 
Key punch
Verifier j j j
Sorter _  !Tabulator machine •
Other •
Electronic Machines:
Computer
Section III
Posting Machines:
Alpha-numeric keyboard
•
• •
•
%
Numeric keyboard
•
NotA 1 * o « V " '----- -wj
Approx*
• I
Purchasing Trends 1 School Training Level?*%-~ •► • •» f
!
~^~ » c-- ; j
1 ... !
j Required |Desirable
[
|2^ ct Needed
1•
Section IT
Duplicating Machines:
Spirit (liquid)
i
4
1 i :
i
. •K?1S
Stencil (rnineograph) 1
Offset oroccss | | !
Copying Machines:
Heat transfer (3-K)
•
Dye transfer (verifax)
Photographic process •
Electrostatic (Xercx)
Diazo
Section V
Typewriters: 
Manual
• 9
Electric
Special Typewriters: 
Selectric i i
Executive { j J
MX /ST tf j •
Flekowriter it
Varityper !
Automatic 1
Other 1 «
Section VI
Transcribing Machines: 
Magnetic belt 1
< f
Plnctic belt j j •
Disc l iTape !! !
LnLn
Not
Applicable 1
Approx*
r-rvrl or
1
•
Purchasing Trends School Training Level
r  i
i S.— e 1 Mere Requiredj|Desirable Not Needed
i 1
Dictation Machine: j j 
Stenograph (Machine shorthand) j i' 1i
1 5 *
i 1
Section VII
Mailing Equipments 
Address machine •
Postage meter \ {
Folding and inserting machine j |
Sealing machine
Letter opening machine
Others
Section VIII
Other Machines and Equipment: 
Microfilm
Collator i
Teletype machines Il i 10
Other 1 ! !
... 3 i _j__________
Ui
C - *
V.Tiat types of activities do your office workers do on calculating machines?
_____  Not applicable
_____  Discount5.ng
_____  Invoicing
_____  Billing
_____  Payroll Preparation
_____  Finding Interest
_____  Balancing Accounts
_____  Finding Percentages
Other
APPENDIX B
CLASSIFICATION OF BUSINESS FIRMS SURVEYED IN THE 
MANITOWOC COUNTY, WISCONSIN, EMPLOYMENT AREA
Attorneys
Olson and Winter; Two Rivers, WI
Rankin, Nash, Spindler and Dean; Manitowoc, WI
Financial
Bank of Two Rivers; Two Rivers, WI
First National Bank; Manitowoc, WI
Manitov.oc Savings Bank; Manitowoc, WI
Marine Savings and Loan Association; Two Rivers, WI
Two Rivers Savings Bank; Two Rivers, WI
United Savings and Loan Association; Manitowoc, WI
Manufacturing
Aluminum Specialty Company; Manitowoc, WI 
Burger Boat Company, Inc.; Manitowoc, WI 
Eggers Plywood Company; Tv.ro Rivers, WI 
Forarite Tube Company; Two Rivers, WI
Great Atlantic and Pacific Tea Company, Inc.; Manitowoc, WI. 
Hamilton Manufacturing Company; Two Rivers, WI 
Imperial-Eaetman, Eastman Division; Manitowoc, WI 
Manitowoc Company, Inc.; Manitowoc, WI 
Mirro Aluminum Company; Manitowoc, WI
Paragon Electric Company, Inc.; Two Rivers, WI
#
J. J. Stangel Company; Manitowoc, WI
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Medical
Holy Family Hospital; Manitowoc, WI
The Manitowoc Clinic; Manitowoc, WI
Memorial Hospital; Manitowoc, WI
Two Rivers Municipal Hospital; Two Rivers, WI
Public Utilities
Wisconsin Public Service Corporation; Two Rivers, WI
Schools
Two Risers Public Schools; Two Rivers, WI
APPENDIX C
COVER LETTER
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May 5t 1972
Attention Personnel Director 
Gentlemen?
A constant plea heard from today's employers is for more 
efficient, dependable, and capable employees. In an effort 
by koncalli High School to provide you with well-trained 
office employees, a survey to determine the types and require­
ments of entry-level office occupations and the types of 
equipment being used is being made of employing firms in 
Manitowoc County, Wisconsin,
Effective instruction can only be given when local business 
educators are aware of what employment policies you have and 
what office machines you are using in vour business. There­
for i to improve instruction and to better prepare students 
for office employment, the information obtained from the 
survey will be used in revising the business education cur­
riculum at Roncalli High School and in providing a more 
adequate training on the machines in use at the present timco
All information you provide will be kept confidential* The 
recults will be available to all local business education 
departments.
Your completing and returning the survey form promptly will 
be sincerely appreciated. It is intended to result in per­
son.! benefits for your organization. Thank you for your 
cooperation in making this a realistic and relevant study*
Yours truly,
(Miss) Sandra Adelman, Chairman 
Business Education Department
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